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General Instructions 

All districts are required to complete the Preschool Desk Audit found in the Consolidated 

Accountability and Support Application (CASA). Districts must ensure prior access to CASA in 

order to complete the Preschool Desk Audit. 

The Preschool Desk Audit is comprised of two parts, available at different times during the 

school year: 

¶ Session ID Information (Part One): Open by August 1st ς September 15th (closes) 
o All session information is entered through the Preschool Desk Audit in CASA. 
o Each district is required to provide information for all Statewide Voluntary Preschool 

Programs (SWVPP) and all early childhood sessions serving one or more students with an 
Individualized Education Program (IEP) whether they are located in district buildings or with 
community partners. Shared Visions Preschool Programs implementing IQPPS should also be 
reported. 

o Session ID numbers required for Student Reporting in Iowa (SRI) will be generated during 
this portion of the desk audit. 

o Session Information must be completed within the Preschool Desk Audit prior to upload to 
Student Reporting in Iowa. 

¶ IQPPS Evidence (Part Two): September 15th ς December 15th (closes) 
o ADJUSTED FOR 2020-2021: Due to the impact of COVID-19, the procedures for the 2020-

2021 Preschool Desk Audit: IQPPS Evidence portion have been adjusted. IQPPS Evidence will 
open September 15. Items not yet accepted will be ported forward from the 2019-2020 
Preschool Desk Audit. Districts will address state reviewer feedback and submit by 
December 15, 2020. If all items were met during the 2019-2020 desk audit, there will be no 
items to port forward and no action will be required. No new items will be added to the 
2020-2021 desk audit. 

  

https://www.educateiowa.gov/data-reporting/data-reporting/consolidated-accountability-and-support-application-casa
https://www.educateiowa.gov/data-reporting/data-reporting/consolidated-accountability-and-support-application-casa
https://educateiowa.gov/documents/data-reporting/2018/05/instructions-casa-access
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Navigate to the Preschool Desk Audit by selecting ñShowò in the Desk Audits folder on your 

dashboard. 

 

Click ñShowò again on the Preschool Desk Audit folder. 

 

Click ñData Entryò on the Preschool Desk Audit 2020-21 ï Session ID Information tile to begin 

entering data. 

 

 



 

3 | P a g e  

 

 

 

The following will show once the Data Entry button is clicked for ñPreschool Desk Audit 2020-21 

ï Session ID Information:ò 

 

Provide contact information for the person responsible for the submission of the Preschool Desk 

Audit under ñSubmission Contact.ò This person may also be contacted (as needed) during the 

year about related program services or program requirements. 

 

The District must select ñYesò to indicate that there are sessions to report if any of the 

following apply: 

1. The District is or will be accepting SWVPP funding, including for distribution to community 
partners. 

2. The District includes any Shared Visions Preschool Program classrooms implementing IQPPS. 
3. The District provides services to any children with an Individualized Education Program (IEP). 

 
If the District selects ñNo,ò all session information copied over from the previous year may be 

removed. If the District responds ñNoò in error, copied session information from the previous 

year may be unrecoverable, and all session information will need to be re-entered.   
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Check all that apply for the program standards that are followed across the district and its 

community partners, as applicable.  

Completing Session ID Information and Retrieving Session 

Numbers 
 

Review and edit session information copied from the previous year, 

create sessions, and delete any inactive sessions, as needed: 
¶ hƴŎŜ ǘƘŜ ŘƛǎǘǊƛŎǘ ŀƴǎǿŜǊǎ ά¸Ŝǎέ that there are sessions to report, the District will see session 

information copied over from the previous year, organized by Program Standard, based on the 
ŘƛǎǘǊƛŎǘǎΩ ǎŜƭŜŎǘƛƻƴǎ ŦƻǊ ǇǊƻƎǊŀƳ ǎǘŀƴŘŀǊŘǎ ǘƘŀǘ ŀǊŜ ŦƻƭƭƻǿŜŘ ŀŎǊƻǎǎ ǘƘŜ ŘƛǎǘǊƛŎǘ ŀƴŘ ƛǘǎ 
community partners. Session information can be expanded individually by clicking on the (+) on 
ǘƘŜ ƭŜŦǘ ƘŀƴŘ ǎƛŘŜ ƻŦ ŜŀŎƘ ōƭǳŜ ōŀǊ ƻǊ ŦƻǊ ŀƭƭ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά9ȄǇŀƴŘ !ƭƭ {ŜŎǘƛƻƴǎέ ōǳǘǘƻƴΥ 
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¶ Edit Sessions: Since all Session Information has been copied over from the previous year, 
Districts may make edits to information entered before. Sessions copied from the previous year 
will be organized by the Program Standard being followed by each classroom as of the previous 
year: the National Association of Education of Young Children (NAEYC) Early Learning Program 
Accreditation Standards and Assessment Items; Head Start Program Performance Standards 
(HSPPS); or the Iowa Quality Preschool Program Standards (IQPPS). The district will review all 
session information that has been copied over from the previous year and update the 
information so that it is complete based on guidance for reporting Program Standard 
information and accurate for the current year. Note: If a classroom is following more than one 
set of Program Standards including IQPPS, report the session under NAEYC or HSPPS (as 
appropriate) instead of IQPPS. To begin editing sessions, click anywhere on the blue bars for 
NAEYC, HSPPS, or IQPPS to open session information for editing. 

o Consider whether existing Session Names address the following Session Naming 
Conventions, and edit as needed: 
o bŀƳŜ ǘƘŜ {Ŝǎǎƛƻƴ ǿƛǘƘ ǘƘŜ ǘŜŀŎƘŜǊΩǎ ƭŀǎǘ ƴŀƳŜ ŦƻƭƭƻǿŜŘ ōȅ ŀƴ ƛƴŘƛŎŀǘƛƻƴ ƻŦ ǘƘŜ 

Session meeting times; such as: 
i. ά{ƳƛǘƘ !aέ ŀƴŘ ά{ƳƛǘƘ taέ ŦƻǊ ŀ ǘŜŀŎƘŜǊ ǘŜŀŎƘƛƴƎ ŀ ƳƻǊƴƛƴƎ ŀƴŘ ŀƴ 

afternoon Session. 
ii. ά{ƳƛǘƘ a²έ ŀƴŘ ά{ƳƛǘƘ ¢¢Ƙέ ŦƻǊ ŀ ǘŜŀŎƘŜǊ ǘŜŀŎƘƛƴƎ ŀ {Ŝǎǎƛƻƴ ƳŜŜǘƛƴƎ on 

Monday and Wednesday and another Sessionτwith different studentsτon 
Tuesday and Thursday. 

iii. ά{ƳƛǘƘ a-Cέ ŦƻǊ ŀ ǘŜŀŎƘŜǊ ǘŜŀŎƘƛƴƎ ŀ {Ŝǎǎƛƻƴ ƳŜŜǘƛƴƎ Monday through 
Friday (even if this is the ǘŜŀŎƘŜǊΩǎ ƻƴƭȅ ǎŜǎǎƛƻƴύΦ 

¶ Delete Sessions: If any session that was copied over from the previous year will be inactive for 
the current year, the session shƻǳƭŘ ōŜ ŘŜƭŜǘŜŘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ǊŜŘ ά·έ ƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ƘŀƴŘ 
corner.  

o Once a session is deleted, information for that session cannot be recovered.  

¶ Create Sessions: If new sessions have been added at a school building or community partner, 
new sessions will need to be created. Districts will organize entry of session information based 
on the Program Standard being followed by each classroom. Enter all new sessions following 
NAEYC, HSPPS, and IQPPS. The information required to be entered for each session depends on 
the Program Standard of the Session. To begin, click anywhere on the blue bars for NAEYC, 
I{tt{Σ ƻǊ Lvtt{Φ /ƭƛŎƪ ƻƴ ǘƘŜ άҌ!ŘŘ bŜǿ ψψψψ {Ŝǎǎƛƻƴέ ōǳǘǘƻƴ ǘƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ǎŜǎǎƛƻƴΦ 

o If the Program Standard being followed for any session changed since the previous year, 
create a new session under the new Program Standard, provide complete information, 
and delete the session under the old Program Standard. Note: If a classroom is following 
more than one set of Program Standards including IQPPS, report the session under 
NAEYC or HSPPS (as appropriate) instead of IQPPS. This may result in the need to create 
new sessions in order for sessions to be properly organized under the appropriate 
Program Standard. 

o Be sure Session Naming Conventions are followed for each session created.  
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Below is the view for entering information for each session following NAEYC. All fields are 

required to be completed. Use the following steps to guide entry of information: 

 

¶ Select the Building in which this session is located from the Dropdown menu. If the building in which 
ǘƘƛǎ ǎŜǎǎƛƻƴ ƛǎ ƭƻŎŀǘŜŘ ŘƻŜǎ ƴƻǘ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ŘǊƻǇŘƻǿƴ ƭƛǎǘΣ ǎŜƭŜŎǘ ά{ƛǘŜ bƻǘ [ƛǎǘŜŘΦέ LŦ ŀ ǎŎƘƻƻƭ 
building or SWVPP community partner is not included in the dropdown list, enter (or update) 
information for missing locations in the School Information Update as soon as possible after noticing 
this. 

¶ Enter the Session Name using the Session Naming Conventions.  

¶ 9ƴǘŜǊ ǘƘŜ ƭŜŀŘ ǘŜŀŎƘŜǊΩǎ ƭŜƎŀƭ ƴŀƳŜ όǘƘŜ ƴŀƳŜ ǎƘƻǳƭŘ ƳŀǘŎƘ ƻǘƘŜǊ ǎȅǎǘŜƳǎ ǎǳŎƘ ŀǎ Fall BEDS Staff 
and the Board of Educational Examiners). 

¶ wŜǎǇƻƴŘ ά¸Ŝǎέ ƻǊ άbƻέ ǘƻ ƛƴŘƛŎŀǘŜ ǘƘŜ ŀǎǎƛƎƴƳŜƴǘ ƻŦ ŀ ǘŜŀŎƘŜǊ ŀǎǎƛǎǘŀƴǘ ǘƻ ǘƘƛǎ ŎƭŀǎǎǊƻƻƳΦ LŦ ǘƘŜǊŜ 
are more than 10 children in the classroom at any time, the classroom must have a teacher 
assistant. 

¶ wŜǎǇƻƴŘ ά¸Ŝǎ ƻǊ άbƻέ ǘƻ ƛƴŘƛŎŀǘŜ ǿƘŜǘƘŜǊ ǘƘŜ ǎŜǎǎƛƻƴ ƻǇŜǊŀǘŜǎ ƛƴ ŀ ǎŎƘƻƻƭ ōǳƛƭŘƛƴƎΣ ōǳǘ ƻǇŜǊŀǘŜǎ ŀǎ 
a SWVPP community partner. 

¶ Enter the Expiration Date-- 9ƴǘŜǊ ǘƘŜ ŘŀǘŜ ǘƘƛǎ ƭƻŎŀǘƛƻƴΩǎ b!9¸/ !ŎŎǊŜŘƛǘŀǘƛƻƴ Ŝxpires in the text box 
provided. A calendar function will aid in entering the date. 

¶ Enter the Program IDτEnter the NAEYC Program ID number in the text box.  The Program ID should 
be 5 - 6 numerals in length. 

o LŦ ƴŜŜŘŜŘΣ ǊŜŦŜǊŜƴŎŜ ǘƘŜ ōǳƛƭŘƛƴƎΩǎ b!9¸/ !ŎŎǊŜŘƛǘŀǘƛƻƴ /ŜǊǘƛŦƛŎŀǘŜ or the notification letter 
which contains the NAEYC Accreditation Decision Report for the above information. 

¶ /ƭƛŎƪ ƻƴ ǘƘŜ άҌ!ŘŘ bŜǿ ψψψψ {Ŝǎǎƛƻƴέ ōǳǘǘƻƴ ǘƻ ŎǊŜŀǘŜ ŀŘŘƛǘƛƻƴŀƭ b!9¸/ ǎŜǎǎƛƻƴǎ ŀǎ ƴŜŜŘŜŘΦ 

¶ Repeat these steps for each session following NAEYC. 
 

  

https://educateiowa.gov/data-and-reporting/data-reporting/school-information-update
https://educateiowa.gov/data-and-reporting/data-reporting/beds/fall-beds-staff
https://boee.iowa.gov/search-license
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Below is the view for entering information for each session following HSPPS. All fields are 

required to be completed. Use the following steps to guide entry of information: 

 
¶ Select the Building in which this session is located from the Dropdown menu. If the building in which 
ǘƘƛǎ ǎŜǎǎƛƻƴ ƛǎ ƭƻŎŀǘŜŘ ŘƻŜǎ ƴƻǘ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ŘǊƻǇŘƻǿƴ ƭƛǎǘΣ ǎŜƭŜŎǘ ά{ƛǘŜ bƻǘ [ƛǎǘŜŘΦέ LŦ ŀ ǎŎƘƻƻƭ 
building or SWVPP community partner is not included in the dropdown list, enter (or update)  
information for missing locations in the School Information Update as soon as possible after noticing 
this. 

¶ Enter the Session Name using the Session Naming Conventions.  

¶ 9ƴǘŜǊ ǘƘŜ ƭŜŀŘ ǘŜŀŎƘŜǊΩǎ ƭŜƎŀƭ ƴŀƳŜ όǘƘŜ ƴŀƳŜ ǎƘƻǳƭŘ ƳŀǘŎƘ ƻǘƘŜǊ ǎȅǎǘŜƳǎ ǎǳŎƘ ŀǎ Fall BEDS Staff 
and the Board of Educational Examiners). 

¶ wŜǎǇƻƴŘ ά¸Ŝǎέ ƻǊ άbƻέ ǘƻ ƛƴŘƛŎŀǘŜ ǘƘŜ ŀǎǎƛƎƴƳŜƴǘ ƻŦ ŀ ǘŜŀŎƘŜǊ ŀǎǎƛǎǘŀƴǘ ǘƻ ǘƘƛǎ ŎƭŀǎǎǊƻƻƳΦ LŦ ǘƘŜǊŜ 
are more than 10 children in the classroom at any time, the classroom must have a teacher 
assistant. 

¶ wŜǎǇƻƴŘ ά¸Ŝǎ ƻǊ άbƻέ ǘƻ ƛƴŘƛŎŀǘŜ ǿƘŜǘƘŜǊ ǘƘŜ ǎŜǎǎƛƻƴ ƻǇŜǊŀǘŜǎ ƛƴ ŀ ǎŎƘƻƻƭ ōǳƛƭŘƛƴƎΣ ōǳǘ ƻǇŜǊŀǘŜǎ ŀǎ 
a SWVPP community partner. 

¶ Enter Local Monitoring DateτEnter the date the local Head Start Agency last monitored this 
session. A calendar function will aid in entering the date. Monitoring by the local Head Start grantee 
should occur annually at minimum.  

¶ Enter Federal Monitoring DateτEnter the date of the most recent federal Head Start monitoring 
visit. A calendar function will aid in entering the date. The date of the federal monitoring visit can be 
determined by asking the local Head Start grantee when it occurred. The federal monitoring visit 
ƭƻƻƪǎ ŀǘ ǘƘŜ ƻǾŜǊŀƭƭ IŜŀŘ {ǘŀǊǘ ƎǊŀƴǘŜŜΩǎ ǇǊƻƎǊŀƳ ŀƴŘ Ƴŀȅ ƻǊ Ƴŀȅ ƴƻǘ ƛƴŎƭǳŘŜ ŀ visit to each 
classroom. 

¶ Enter Written Agreement DateτThe District should have a written agreement with the local Head 
Start Agency addressing regular local monitoring. The written agreement should be reviewed, 
updated, and signed on an annual basis. Enter the last date the written agreement was reviewed. A 
calendar function will aid in entering the date. 

¶ /ƭƛŎƪ ƻƴ ǘƘŜ άҌ!ŘŘ bŜǿ ψψψψ {Ŝǎǎƛƻƴέ ōǳǘǘƻƴ ǘƻ ŎǊŜŀǘŜ ŀŘŘƛǘƛƻƴŀƭ I{tt{ ǎŜǎǎƛƻƴǎ ŀǎ ƴŜŜŘŜŘΦ 

¶ Repeat these steps for each session following HSPPS. 
 

  

https://educateiowa.gov/data-and-reporting/data-reporting/school-information-update
https://educateiowa.gov/data-and-reporting/data-reporting/beds/fall-beds-staff
https://boee.iowa.gov/search-license
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Below is the view for entering information for each session following IQPPS. All fields are 

required to be completed. Use the following steps to guide entry of information: 

 

¶ Select the Building in which this session is located from the Dropdown menu. If the building in which 
ǘƘƛǎ ǎŜǎǎƛƻƴ ƛǎ ƭƻŎŀǘŜŘ ŘƻŜǎ ƴƻǘ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ŘǊƻǇŘƻǿƴ ƭƛǎǘΣ ǎŜƭŜŎǘ ά{ƛǘŜ bƻǘ [ƛǎǘŜŘΦέ LŦ ŀ ǎŎƘƻƻƭ 
building or SWVPP community partner is not included in the dropdown list, enter (or update) 
information for missing locations in the School Information Update as soon as possible after noticing 
this. 

¶ Enter the Session Name using the Session Naming Conventions.  

¶ 9ƴǘŜǊ ǘƘŜ ƭŜŀŘ ǘŜŀŎƘŜǊΩǎ ƭŜƎŀƭ ƴŀƳŜ όǘƘŜ ƴŀƳŜ ǎƘƻǳƭŘ ƳŀǘŎƘ ƻǘƘŜǊ ǎȅǎǘŜƳǎ ǎǳŎƘ ŀǎ Fall BEDS Staff 
and the Board of Educational Examiners).  

¶ wŜǎǇƻƴŘ ά¸Ŝǎέ ƻǊ άbƻέ ǘƻ ƛƴŘƛŎŀǘŜ ǘƘŜ ŀǎǎƛƎƴƳŜƴǘ ƻŦ ŀ ǘŜŀŎƘŜǊ ŀǎǎƛǎǘŀƴǘ ǘƻ ǘƘƛǎ ŎƭŀǎǎǊƻƻƳΦ LŦ ǘƘŜǊŜ 
are more than 10 children in the classroom at any time, the classroom must have a teacher 
assistant. 

¶ wŜǎǇƻƴŘ ά¸Ŝǎ ƻǊ άbƻέ ǘƻ ƛƴŘƛŎŀǘŜ ǿƘŜǘƘŜǊ ǘƘŜ ǎŜǎǎƛƻƴ ƻǇŜǊŀǘŜǎ ƛƴ ŀ ǎŎƘƻƻƭ ōǳƛƭŘƛƴƎΣ ōǳǘ ƻǇŜǊŀǘŜǎ ŀǎ 
a SWVPP community partner. 

¶ /ƭƛŎƪ ƻƴ ǘƘŜ άҌ!ŘŘ bŜǿ ψψψψ {Ŝǎǎƛƻƴέ ōǳǘǘƻƴ ǘƻ ŎǊŜŀǘŜ ŀŘŘƛǘƛƻƴŀƭ Lvtt{ ǎŜǎǎƛƻƴǎ ŀǎ ƴŜŜŘŜŘΦ 

¶ Repeat these steps for each session following IQPPS. 

  

https://educateiowa.gov/data-and-reporting/data-reporting/school-information-update
https://educateiowa.gov/data-and-reporting/data-reporting/beds/fall-beds-staff
https://boee.iowa.gov/search-license
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Submit. 
¶ hƴŎŜ ŀƭƭ ǎŜǎǎƛƻƴ ƛƴŦƻǊƳŀǘƛƻƴ Ƙŀǎ ōŜŜƴ ŜƴǘŜǊŜŘΣ ŎƭƛŎƪ ά{ǳōƳƛǘέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴ ŀǎ ǎƘƻǿƴ 

in the screenshot below. 
o NoteτAll fields are required. If there are any blank fields, submission will not be successful. 

¶ If a Submit button does not appear, the user does not have submit level access and the local user 
who has submit level access will need to be notified (e.g., the Superintendent) that the Preschool 
Desk Audit is ready to submit. 

**Note: Submission is final and cannot be undone after September 15th 
 

Obtain Session ID Numbers. 
¶ Session ID numbers change annually. To prevent errors in Student Reporting in Iowa, do not use 

Session ID numbers from the previous year.  

¶ Session ID numbers will appear within the Preschool Desk Audit after submission. Do not submit the 
Preschool Desk Audit until all information has been entered and the submission is final. Submissions 
are final and cannot be rescinded after September 15th.  

o The District is able to self-rescind, edit, and resubmit the Preschool Desk Audit prior to 
September 15th. Before entering Session ID numbers for Student Reporting in Iowa, the 
District will need to ensure that it has exported the final list of Session ID numbers.  

¶ After Preschool Desk Audit Submission: 
o Log into CASA and navigate to the Preschool Desk Audit from the dashboard. 
o Scroll to the section for the Program Standard for which you would like to view or export 

Session ID numbers. The example below shows the process for the NAEYC Program 
Standard. The process is the same for HSPPS or IQPPS. 

o Individual Session ID numbers are found in the top right hand corner of the field where the 
session information was entered (see blue arrow). 

 
o The option to export Session ID numbers for all sessions following a particular Program 

Standard is found on the right just below the section heading: 
 

 
 

https://educateiowa.gov/data-and-reporting/data-reporting/student-reporting-iowa
https://educateiowa.gov/data-and-reporting/data-reporting/student-reporting-iowa





